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UFIT.:D  STAT.es  DEPART^rdri  ^F'  AGRTCULTU]-^E 
Agricultural  Marketing  Acministration 
Washington,  D.  C. 

Deceniber  31,  1942 

ADMIIIISTRATOR'S  miORAFBUlv'  NO.  15 

Delegation  of  Authority  and  Policy  and  Procedure  for 
Section  32  Purchase  ^ro!;!:rarns 

The  regionalization  of  AMA,   recent  organi zatio:^al  changes,  and  the 
approval  by  the  Sscretary  of  Agriculture  of  the  master  Section  32 
docket  recuired  revisions  in  the  procedure  for  developing  and  carrying 
out  the  Section  32  purchase  and  d. stribution  programs.     The  general 
policy  and  procedure  for  Section  32  purchase  progra?ns  was  outlined  in 
Administrator's  Menorandum  No,  2,   Supplement  Q.     This  memorandum  v/ill 
cover  the  details  of  operation  ar/"  the  necessary  delegation  of  author- 
ity. 

Delegation  of  Authority  for  Section  32  Purchases 


Administrator's  IvCenorandum  Uo.  2,  Supplement  I,  provided  that,  effec- 
tive September  15,  administration  of  Section  32  purchases  in  t?ie  field 
were  to  be  assigned  to  the  regional  administrator  for  supervision. 
Authority  is  h-ereby  delegated  to  regional  administrators,  as  of  that 
date,  to  conduct  Section  32  purchase  operations  within  the  fram.ev/ork  of 
the  policy  and  procedure  laid  dovru  by  this  m.em.orandum.  and  by  subsequent 
communications.     All  field  personnel  engaged  in  this  work  are  trans- 
ferred to  regional  administrators  together  ^vith  property,   files,  and 
records.     The  regional  administrators  or  their  designated  representatives 
have  authority  to  certify  vouchers  for  pa.ymcnt  for  purchases  made  in  the 
region. 

Authorization  for  Section  32  Purchaso  Program.s 


General  authorization  to  the  Administrator  for  all  Section  32  purchase 
program.s  is  now  eontainod  in  a  master  Section  32  docket.     This  ivas 
aDoroved  for  1943  bv  the  Seeretar-^-  on  November  7,  1942.     It  embraces 
all  Section  32  purchase  dockets  approved  since  July  1,  1942.     In  this 
docket  v/hich  covers  all  commodities  purchased  for  Soction  52  purposes, 
the  Secretary  has  detormdned  that  purchase,  processing,  and  exchanging 
of  these  comm.odities,  miade  in  accordance  with  conditions  set  forth  in 
the  docket  and  distributed  as  provided  in  the  docket,  constitute  a  di- 
version from  the  normal  charj:iels  of  trade  and  will  effectuate  substan- 
tial accomplishm-ent  of  the  purposes  of  Section  32  by  encouraging  the 
domestic  consumption  of  these  commodities.     The  master  Section  32  pur- 
chase docket  will  be  prepared  annually  on  a  fiscal  year  basis.     It  is 
the  responsibility  of  the  Assistant  Administrator  in  charge  of  require — 
ments  to  have  it  prepared. 
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Revised  Procedure  Undor  the  Czianeral  Docket 


The  master  docket  requires  that  prior  to  making  purchases  of  any  commo- 
dity the  Acministrator  or  Acting  Administrator  shall  approve  and  trans- 
mit to  the  Secretary  a  memorandum  of  a  supplemental  commodity  purchase 
program  for  the  commodity  or  comm.odities  concerned.     Purchase  operations 
for  the  commodity  or  commodities  concerned  may  then  be  started  unless 
the  supplemental  program  is  disapproved  by  the  Secretary  within  tv/o 
work  days  after  it  is  received  in  the  Secretary's  Office.     Such  pur- 
chases shall  bo  discontinued  at  any  time  at  the  direction  of  the  Secre- 
tary.     It  is  the  responsibility  of  each  commodity  branch  to  prepare  the 
memorandum  for  the  signature  of  the  Administrator  or  Acting  Administrator 
for  transmission  to  the  Secretary.     The  program  designation  symbol  and 
number  for  each  such  program  assigned  b^^  the  Permanent  Records  Unit. 

The  memorandum,  to  be  transmitted  to  the  Secretary  for  each  supplemental 
comm,odity  program,  shall  contain  the  following  information  in  addition 
to  any  economic  data  or  other  information  in  support  of  the  program: 
(a)     the  commodity  or  commodities  to  be  purchased;   (b)  the  maximum  sum 
to  be  oxpondod  in  connection  with  such  comumodity  or  commodities;   (c)  the 
the  maxim.um.  quantity  to  bo  purchased;   (d)  th.o  area  or  areas  in  which  pur- 
chases are  to  be  made;   (e)  the  maximum  or  base  price  to  be  paid;   (f)  the 
method  or  methods  by  which  purchases  are  to  be  made;   (g)  grade  or-  grades 
of  the  comm.odity  to  be  purchased;   (h)  class  or  classes  of  vendors  from 
whom  purchases  may  bo  made;   (i)  inspection  requirements;   (j)  any  other 
limitations,  explanations,   or  conditions,   including  processing  and  ex- 
changing which  is  involved,  which  are  penrdssiblo  and  appropriate  or 
desirable  for  the  accomplishment  of  the  purposes  of  the  program. 

The  m.omorandum  of  the  Administrator  to  the  Secretary  shall  be  prepared 
with  an  original  and  six  copies  which  the  commodity  branch  shall  forward 
to  the  Assistant  Administrator  in  charge  of  requirements  who  will  in 
turn  forward  them  to  the  Administrator.     The  Administrator  will  sign  the 
original'  and  one  copy  of  the  memorandum.     After  approval  by  the  Adminis- 
trator, he  shall  forward  all  copies  of  the  docket  to  the  Assistant  Admin- 
istrator in  charge  of  managem.cnt  who  shall  in  turn  transmit  the  signed 
copy, to  the  Secretary's  Office  by  special  messenger. 

Unless  notified  of  disapproval  by  the  Secretary  within,  two  work  days  of 
receipt  of  the  Administrator's  memorandum. . by  the  Secretary's  Office,  the 
Assistant  Administrator  in  charge  of  management  xvi 11  forward  the  remain- 
ing copies  to  the  Permanent  Records  Unit.     The  Permanent  Records  Unit 
shall  retain  the  original  and  one  copy  in  'its  files  and  shall  distribute) 
the  remaining_  copies  as  follows:     one  copy  to  the  commodity  branch  (the 
receipt  of  which  shall  serve  to  indicate  to  the  branch  that  the  Secretary 
has  not  ^disapproved  within  the  time  limit)  one  copy  to  the  /assistant 
Administrator,   one  copy  to  the  Fiscal  Branch,  and' one  copy  for  Distri- 
bution Branch , 


L'othod  of  Originatinf  a.  Program 


The  mGmorandura  of  tho  Administrator  to  tho  Secretary  v.dll  bo  prcpsircd 
by  the  commodity  brs.rjch  as  c.  result  of  (l)  recom.mendc  tions  from  the 
refionr.l  cdministrctor s  concerning-  tho  need  for  -i.  progrsjui   (2)  rocuosts 
of  tho  industry  concerned  to  the  IVashington  office  of  aJ'ji  or  to  the 
regional  administrators  of  iiMA;   (3)  observations  of  the  market  situation 
made  by  the  Vv'ashing-ton  office  supported  bv  field  reports;   (4)  recom- 
mondations  of  the  fistribution  Branch. 

'Progrrms  may  -be  carried  out  through-  a  transfer  from  other  purchase  pro- 
gram.s  to  Section  32,  through  purchas.js  in  Wrsliington  by  tho  Comjnodi-ty 
Branches  or  in  the  field  by  the  F.^gional  Administrator.     In  any  event, 
all  availf.ble  facts  and  information  and  recommendations  corcerning  a  pro- 
posed program -v/ill  be  presjnt^d  to  thu  commodity  branch  concerned  to 
p  jrm.it  them  to  form.ulate  and  clear  the  necessary  m-om-orandura;   if  the  pur- 
chases are  to  be  me.de  in  the  field,   the_  commodity  branch  concerned  will 
corsult  with  the  reg"ional  administrators  involved  prior  to  cler-rr.nce  of 
the  m.em.orandum. 

The  regional  administrators  will  furnish  the  following  informc.tion  in 
making  their  r^comniendations  for  a  field  purchase  program:     ^1  survey  of 
the  crop  £..creage  involved,  the  yield,   tho  area  of  production,   a  com- 
parison of  the  present  acrei go  and  area  of  production  with  that  of  tho 
previous  year,   tho"  number  of  producers  involved,  and  tho  opinion  of  pro- 
ducers on  the  need  for  price  support.     In  addition  the  information  from  the 
regional  administrators  should  include,  -v^^here  possible  on  th^j  b£. sis  of 
mioctings  with  the  Producers'  Comjrnitte^,   recomimv.ndation  as  to  the  ni;imber  of 
cars,  the  grr  do  and  price  needed  to  stabilize  the  m.arkjt,   proposed  methods 
of  purchase,   inspection  arrangem.ents,   and'  class  of  vendors  from  vrhom  pur- 
chases mr.y  be  m.ado. 

In  conn;ction  with  a  field  purchase  program.,  l.  Producers'  Committee,  when- 
ever possible,   should  immediately  be  organized  b-^^  the  R>.gional  i^-dminis- 
trator  in  the  state  or  states  where  purchases  are  contemplated.     P?.  st  ex- 
perience has  shoYm  the  t  through  the  use  of  a  local  Producers'  Comm.ittee, 
the  Rgional  Administrator  will  have  access  to  practical  advice  and  know- 
ledge' vdiich  vdll  be  helpful  in  carrying  out  purchase  ectivities  in  the 
field. 

a.     Forming  i.  Producers'   Comm.ittee:     Aegional  administrators  should  rely 
largely  on  the  producers  in  the  selection  of  individuals  who  will  serve 
gratuitously  on  a  Producers'  Comjiiittee.     If  an  admiini strative  committee 
for  marketing  agroemionts  is  already  in  existence,  no  additional  comm.ittee 
need  be  sot  up.     7iiar  Boards  should  be  consulted.     However,  this  should 
not  preclude  sotting  one  up  if  one  is  needed.     Precautions,   of  course,  must 
be  taken  to  assure  that  members  of  a  Producers'  Comjp.ittec  are  impartial 
with  respect  to  the  interest  of  any  sin^.-le  producer  or  group  of  producers. 
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that  thoy  aro  concornod  v/ith  the  intorosts  of  growers  as  a  v.rholo,  that 
they  aro  as  truly  as  possiblj  rGprosontatives  of  tho  producers  in  the 
particular  production  area.     In  some  linos  a  processor  or  two  might  be 
used  to  advuntf.ge  on  this  committee.     In  addition  to  producers  or  pro- 
ducer representatives,   there  should  bo  represented  on  the  committee, 
whenever  possible.   State  Agricultural  College  representatives,  county 
agricultural  agents,   cooperative  associations  which  are  representative 
of  producers,   or  individuals  or  agencies  who  may  be  partial  to  producer 
interests,  and  who  could  contribute  helpful  advice  and  assistance  in  the 
execution  of  the  pragram,   including  the  State  or  County  Tvar  Boards. 

In  sm.all  or  concentrated  producing  areas,   a  small  Producers'  Committee 
composed  of  four  or  five  members  may  be  sufficient.     In  a  large  or  widely 
scattered  producing  area,   it  may  be  necessary  to  organize  a  series  of 
sub-comm.ittees  representing  one  or  more  producing  districts.     In  these 
instances,  the  principal  comm.ittee,  which  would  be  in  direct  touch  with 
the  Regional  i.dmini strator ,  would  be  composed  of  the  chairmen  of  the 
various  sub-comm.ittces . 

The  Yiiashington  com.modity  branch  must  be  furnished  names  of  m.embers  of 
the  Producers'   Committee  im.mediately  upon  the  formation  of  such  com- 
mittee. 

b.     Services  Performed  b^-^  the  Producf'rs'   Committee:     A  Producers'  Com- 
mittee should  primarily  assist  the  regional  admini strr tor  in  an  advisory 
capacity  in  formulr.ting  and  executing  the  purchase  program.     The  com- 
m.ittee should  be  in  a  position  to.  furnish  or  obtain  information  relative 
to  quantity,   quality,  and  location  bv  district  of  existing  supplies  of 
th  e  comjnodity,   principal  points  at  which  purchases  and  deliveries  will 
be  made,   facilities  for  packing,   or  processing,   and  to  furnish  other 
economic  and  industrial  information  of  a  general  nature.     The  committee 
should  be  called  upon  to  m.ake  recommendations  as  to  grade  and  price  v/hich 
will  be  considered  in  establishing  the  basis  of  purchase.     The  committee 
should  be  called  upon  to  L..llocate  purchases  among  producers  when  neces- 
sary and  to  assist  in  the  general  organization  of  the  program,. 

The  regions. 1  administrator  or  designated  representative  in  charge  in  each 
area  of  purchase  shall  attend  each  Producers'  Committee  meeting,  and 
im.mediately  thereafter  shall  prepare  a  transcript  of  s.uch  meeting  for  the 
regional  office  including  names  of  persons  attending,   resolutions,  acti- 
vities, allocctions  made,   and  basis  of  allocations,     A  copy  of  this 
transcript  shall  be  forwarded  to  the  commodity  branch. 

Distribution 

In  preparing  to  draft  the  memorandum  to  the  Secretary  for  any  purchase 
program,  the  commodity  branch  will  notify  the  Distribution  Branch  of 
the  pending  program,   requesting  from  thrt  branch  an  indication  of  the 
probable  distribution  outlets. 


The  Distributior  Brarch  v/ill  furnish  tho  ristribution  proj-^ctiori  on  the 
basis  of  past  Gxporioricc  tompcrod  vnth  present  knoY:ledge  of  di strib'ction 
outlets,  etc.,  L.r.d  in  c onsult-.t ion  v,-ith  thw  Trraisport^.tion  end  Y«£.re- 
housing  Brrnch. 

The  CoFJTiodity  c.nd  Distribution  trenches  v:ill  conf  jr  to  ^.rrive  at  c.  mr.xi- 
rnuir:  qur.ntity  of  the  comriocity  to  be  purcrir.scd,   end  the  Distribution 
Brr.rch  will  r.llocete  the  coniir.odit ies  pu>^chased  for  distribution  pur- 
poses to  the  rogionrl  adrdnistrr.tor s  for  rerllocction  to  the  rospectivo 
State  wo  1  fa  re  a^rcnc  i  e  s . 

The  TTiechanics  of  allocation,   reallocation,   rjnd  ordering-  are  as  set  forth 
in  detailed  procedures  provided  by  thu  Distribution  Branch. 

Progrcjn  Developinent 

The  reg-ional  ad^.inietrator s  of  SJ^^A  have  been  delegated  responsibility  for 
conducting  Section  52  purcha.se  programs.     Authority  to  conduct  specific 
purchase  progrrr^s  7.dll  be  in  the  form  of  a  purchase  authorization  to  the 
regional  administrator  froiT;  the  chief  of  the  cor.iraodity  branch,  vhich  he 
vfill  prepc  re  vrithin  the  limitations  of  the  nerjorandun  to  th  -  Secretary 
previously  preeared.     Those  purchase  authorizations  may  be  prepared 
simultr.neously  mth  the  mom o rand ujii  to  the  Secretary  or  subsequent  to  its 
approval • 

In  preparing  the  authorization  for  s.ny  purchase  program,  the  commodity 
branch  Ydll  confer  vdth  respective  regional  administrators  with  regard 
to  the  areas  of  purchase  and  the  timio  to  begin  purchasing  in  each  area. 
This  factor  is  especially  important  since  there  are  frequently  several 
areas  of  purchase  in  the  same  region,     j.lso  depending  on  the  commodity 
to  be  purchased  and  the  form,  in  i#iich  it  is  to  be  shipped  after  purchase, 
the  regional  rdministrator  should  determ.ine  that  there  are  available 
adequate  facilities  for  handling  such  important  phases  of  purchasing,  and 
shipping  as  grading,   inspection,    sampling  or  testing,  weighing  v:here  neces- 
sary, packing  or  processing,   loading,  protective  shipping  services  such  as 
precooling,   icing  or  heating,  and  that  there  is  available  an  ample  supply 
of  containers,   com.plying  with  carriers'  tariff  specifications,   for  ship- 
ping the  com.miodity  purchased. 

Upon  receipt  of  this  informr.tion  for  each  purchase  area  the  comm.odity 
branch  mil  evalus.te  the  recommendc-.t ions  against  the  industry-wide  pro- 
blem.s,  prepare  the  purchase  authorization  for  i.  given  period  and  issue 
it  to  the  regional  admiinistrators  concerned.     For  informational  purposes 
only,  the  comm.odity  branch  will  send  to  each  regional  administrator  copies 
of  purchase  authorizations  issued  to  other  regional  administrators. 

The  purchfi-SQ  authorization  vdll  be  c  purchase  plan  to  cover  the  p.  riod  of 
purchase  contemplated  Ymich  will  vary  with  the  growing  or  producing 
season.     The  purchase  authorization? shall  include  the  total  quantity  to 
be  purchased  in  the  region,  the  containers  to  be  used  and  the  net  content 
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of  the  comriiodity  in  tho  containers,  the  in£..ximum  price  to  be  paid  for 
the  comriOdity  in  th-^-  various  containers,   tho  minimurri  grc^de  of  the  com- 
modity,  rn  allotment  of  funds  to  cover  tho  purchc so  and  other  relevant 
information.     The  purchase  authorization  shall  r.lso  show  a  program 
SA.mbol  and  number  reflecting  tho  region  in  which  the  purchase  is  to  be 
made.     This  allotment  shall  be  msdo  vvdth  the  approval  of  the  chief  of 
the  Budget  Division  of  the  Fiscal  Branch,   or  his  delegate,  but  no  fis- 
cal control  sl^.all  bo  sot  up  in  Vjashington  to  cover  regional  allocations 
under  these  allotments,   since  this  7.dll  bo  the  responsibility  of  the 
regional  Fiscal  Division. 


jiUthorization  symbols  shall  bo  determined  as  follows: 
gram  s^.rmbol  from  the  m::m.oro.ndum  -  Exam.ple,  J-32a. 

Second,  c  s^n^ibol  indicating  the  region,  as  followsi 


First,  the  pro- 


Northeast  ,  .  .  .  . 
Southern . . o . »  » 
Gre^.t  Lake s  .  c  . 
Southwe  st . . .  ,  o 
Midivest .  .0,0.. 
Rocky  Baountain 
Pacific   , 


0  «   o  e 


•  oo**ooeo 


o..S]\I 

•  >  .  GL 

o  • » Sl/l' 

.  . .  RM 

coo  PC 


Example;  J-32a-^"E 


Third,  a  numibur  to  indicate  whoth^,r  the  authorization  is  th..-;  original  or 
an  amendment  thereto:     1  for  the  original,   2  for  the  fir.st  amendment,  3 
for  the  secord  amondment,   etc.     Example,   J-32a-l^TE-3 . 


Th: 


third  iteri  need  not  be  shown  on  operating  docuj^ients 


chased  0. 
purchase 
wi 1 1  make 


It  will  be  the  com.plete  responsibility  of  each  regionel  r  dm.inistrator 
receiving  a  purchase  authorization  addressed  to  hir.i  to  carry  it  out  withi 
his  region.     To  1  Iter  the  specific  price,   quantity,   and  grade  to  bo  pur- 
s  stated  in  the  purchase  authorization  for  any  State  or  other 
area,   the  regional  administrator  or  his  designated  representati' 
rocomm>ondation  to  the  commodity  branch  by  telephone,  wire  or 
lettero     Approval  of  these  rocommiendations  by  the  commodity  branch  is 
necessary  in  order  to  avoid  dislocation  of  the  market  from'  a  nation-wido 
point  of  view.     On  approval  of  his  roc om-mendation,  the  regional  adminis- 
trf'tor  will  issue  buying  directions  to  his  field  purchase  agents  in- 
structing them  to  make  the  purchase. 

The  delegation  of  authority  to  regional  administrators  to  conduct  Section 
32  purchases  carries  with  it  the  responsibility  to  use  tliis  authority 
within  the  bounds  of  policy  set  by  the  com.modity  branches.     This  means 
close  integration  of  prices,  amounts  and  grades  of  commodities  bought 
throughout  the  country.     Changes  in  the  terms  and  conditions  of  the  pure 
authorization  should  not  be  made,  therefore,  without  specific  approval. 
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verified  in  writing:,  from  the  chief  of  the  appropriate  commodity 
"branch,  to  be  olDtained  as  descril^ed  ahove. 

In  event  any  normal  operational  a?rea  of  purchase  extends  over  two 
or  more  rej:ions,  the  regionR-1  administrators  concerned  shall  first 
agree  as  to  v/hich  regional  a.d/ninis trator  is  to  have  jurisdiction 
over  that  area  for  that  pronrai-i  and  shall  so  notify  the  com...odity 
branch.      The  comr.iodity  branch  Will  document  this  agreement  in  the 
purcnase  authorisation  by  narjing  as  the  area  of  purchase  the  re^'ion 
responsible  fcr  the  program  plus  -ae  otner  state  or  states  concerned. 
There  may  be  some  instances  in  vaiich  prompt  a:;_,reement  may  not  be 
readied.      In  such  cases  the  comnodity  brancn  will  notify  the 
Administrator  and  recommend  action. 

Delayed  payment  or  non-payment  to  vendors  res^oltin^-  from  failure  to 
observe  terms  and  conditions  in  the  autiiorization  and  subsequent 
directions  which  appea,r  inadvisable  v;ith  respect  to  quantities, 
grades,  prices,  varieties,  or  other  specifications. 

The  purchase  author i-ziat ion  number  shall  aopear  on  a,ll  docuiaents, 
such  as  voucherfc,  orders  for  services,  bills  of  lading,  etc,  per- 
taining to  that  program  in  order'  that  all  concerned  can  determine 
under  iv'hat  authority  the  purchase  was  made. 

Periodically  during  the  conduct  of  a  prograia  purchase  plans  for 
each  area  of  purchase  v;ill  be  revaluated  bv  tne  commodity  branch  \ 
p^UTBuant  to  their  studies  of  tne  com-'iodity  situation  and  to  recom- 
liiendations  submitted  from  the  region  and  the  industry.  Pursuant 
to  these  revalua.tions,  additions  or  a,mendments  to  purchase  author i- 
r.ations  v/ill  be  issued- by  the  commodity  branch. 

At  the  conclusion  of  operations  under  each  program  in  each  region, 
the  regional  administrator  shall  immediately  advise  the  commodity 
branch  of  the  total  purchases  and  total  expenditures,  including 
commodity,  transportation,  services,  etc.  for  th^it  program. 
Immediately  upon  receipt  of  this  information,  the  ccmnodity  branch 
shall  issue  amendments  to  each  rf^pective  purchase  authorization 
reducing  the  authorized  expenditure  to  the  amount  actually  expended 
or  obligated  for  expenditure.     Such  author iizat ions  shall  be  cleared 
and  di-Btributed  in  the  oajne  mannGr  as  an  original  purchase  authori2a— 
tion. 


Pro^raia  Operations 


In  initiatinj-;  purchase  progTcims  and  in  notifyi^V::  the  industry  or  xorospec- 
tive  vendors  in  the  area  of  purchase  as  to  graaes,  prices,  or  other  ter^is 
and  conditions  of  x^iirciiase,  the  re^i.ional '  administrator  or  iiis  representa- 
tive shall  issue  a  piju'chase  announcement.  iKriediately  after  issuance  of 
such  purchase  annoujaceaent ,  two  copies  should  be  forwarded  to  the  Washington 
conuiodit5^  branch  and  two  signed  copies  to  the  appropriate  regional  Pi  seal 
Division, . 

Contrac  ts  •  ' 

l/ritten  contracts  are  used  under  any  offer  and  act-e.otance  plan  of  purcnase. 
Contracts  and  their  relPLtin^f;:  papers  require  extreue  care  in  use,  preoara— 
tion,  and  handling.-;.    Rej,ional  aorninistrators  are  thereby  cautioned  to  see 
that  all  personnel  handling  contracts  are  vrell  versed  in  their  duties. 
Specimen  announceuients  and  contract  forns  will  be  furnished  the  regional 
administrator  prior  to  the  operation  of  the  pro/;rara  by  the  co"iiaodity 
branches. 

Essentially,  all  contracts  are  handled  ali':e,  and  the  instructions  v/hich 
follow  are  applicable  to  the  handlin;.    of  whatever  contract  may  be  designa- 
ted for  u.se  under  any  particular  pro^:;rai.i.     This  procedure  is  seldom  usea  in 
making  field  xmrchases.     It  is  included  here  tentatively  for  planning, 
discussion,  and  criticism. 

^»    Obtaining-  Offers:    When  advised  b^/-  the  '/ashinf"ton  commodity  branch  to 
obtain  offers,  the  regional  administrator  shall  if^sue  an  a,nnoimcempnt  to 
interested  parties  setting  forth  terms  and  conritions  of  purcnase  or  pro- 
cessing, period  of  purchase  or  processing.,  etc.     Interested  parties  shall 
also  be  furnished  four  copies  of  the  offer  and  one  copy  of  instructions 
as  to  how  to  prepare  the  offer  form. 

All  offers  shall  be  returnable  to  the  office  of  the  re^;ional  administrator 
on  a  specified  date  or  at  a  specified  time.    Upon  receipt  of  offers  (four 
signed  copies)   the  re^.ional  administrator  shall  examine  all  offers  as  to 
correctness  of  preparation  and  shall  jjr^pare  an  abstract  of  offers  shov/ing 
name  of  offer'^^:r,  acdress,  loading,  shipping,-  or  delivery  point,  processing 
period  and  processing  cnar^:e,  or  delivery  period  and  commodity  price.  A 
brief  of  this  abstract  shall  be  wired  or  telephoned  to  the  leashing uon  commodi- 
ty branch  as  directed.     The  orii^inal,   si>;ned,  and  one  copy  of  this  abstract 
shall  be  mailed  by  fastest  post  to  the  Washington  com-iodity  branch. 

b,    Acceptances:     The  regional  administrator  will  be  advised  by  the  i'/ashing- 
ton  commodity  branch  as  to  which  offers  are  to  be- accepted.     Such  offers  shall 


be  accepted,  in  the  space  provided ,  "b^  tlie  reJrional  administrator,  and  shall 
be  as.si^.ned  a  contract  number  from  a  series  of  niimbers  which  will  be  furnishf^d 
b^  the  couu.iodity  branch.     One  copy  of  each  rejected  offer  shall  oe  filed  for 
reference,  and  all  other  copies  returned  to  the  offerer.    The  date  of  any 
con trac t  is  the  ds.te  of  the  acce-otance  of  the  offer . 

"■Pis  josi  tjon: 

Original,  si^^ned,  to  re.aonal  ij'iscal  division 

One  copy,   signed,   to  the  o.-fex'er 

One  cop-'-,   si/rined,   to  the  re:;i'^'nal  office  files 

c.  Abstra.ct  of  ■ri.cce"'3tances ;    An  abstract  of  accepted  contracts  snail  be 
prepared  jy  the  re^jional  jidmini strator  shovrlnf:  the  name  of  tlie  contractor, 
address,  contract  niL-aber,  contract  date,  delivery  ;X)int,  quantity  or  Quanti- 
ties, conversion  factor  (if  anv) ,   the  product  of  such  conversion  (if  anv) , 
processin^T;  charre  '^r  price,  ori^-iinatin^  carrier,  and  amount  of  jerformaxice 
bond  reoufcsted  and  cuantities  to  be  delivered  weekly  or  hionthly. 

Lis  position; 

Crij^inal,  si^uf-d,  and  one  copy,  unsif:ned,  to  tue  Washin£:ton 

6onmodity  brancn 
One  copy,  signed,   to  tae  re^aonai  Fiscal  jjivision 
One  copy,  unsigned,  to  tiie  re, ,ional  files 
One  copy,   signed,   to  tx:.e  ..'ashin?-;ton  Distribution  -branch 

Jhe  contents  of  all  contracts  are  confidential  and  siiall  not  be  divulged 
imless  prior  authority  has'  been  received  from  the  "./ashington  cora-iodity  branch. 

d.  Araendmen':? :     It  laay  become  necessary  to  amend  contracts  during  the 
course  of  the  proa-ram.     Specimen  forms  of  letters  of  i--mendment  will  be 
furnished  the  regional  adjninistrator  v/hen  necessary.     Herional  administra- 
tors shall  not  issue  Letters  of  Amendment  without  receivint^  prior  authority 
to  do  so  from  the  '.Washington  commodity''  branch.     Letters  of  Amencljnent  shall 
be  prepared,  and  distributed  in  original  and  tv;o  signed  copies  as  are  tne 
contracts,  signed  by  the  recvional  a,dministrator ,  and  confirmed  b-^'-  tne  con- 
tractors. 

e.  Af f idavitsL    Some  contracts  reoui-e  that  contractors  shall  furnish  the 
AiJi  with  specified  affidavits  prior  to  delivery  of  the  commodity  oein^' 
handled.     The  regional  administrator  v/ill  be  furnished  a  supply  of  such 
affidavits,  if  necessary,  prior  to  tne  operation  of  tUe  orogram.  All 
affidavits  shall  be  complet^.d  according  to  the  headings  thereon. 

Disposition: 

Original,   signed,  to  reg  ional  ^^'"'iscal  Division 
One  copy,  unsigned,  tn  tiie  regional  office  files 

Bonds 


Some  contracts  require  that  the  contractor  post  a  x^erformance  bond  or 


certified  clieck  with  the  Aim  to  insure  complete  and  proper  performance  under 
the  contract,    ^he  amount  of  the  "bond  shall  be  set  "by  the  ref^ional  admini- 
strator at  the  time  of  acceptpjice  of  the  offer,  and  shall  he  calculated  on 
the  basis  as  set  forth  in  the  offer, 

In  the  event  the- nature  of  thg  program  is  such  that  there  shall  he  only  one 
contract  with  an^  one  contractor  for  all  deliveries  for  the  duration  the 
pro(^rara,  hond  shall  be  furnished  on  U.S.  Standard  Porm  35,  and  shall  "be  in  an 
amount  sufficient  to  protect  the  one  contract.     Or,  ^f  the  nature  of  the  pro- 
gram is  such  that  there  v/ill  he  more  than  one  contract  virith  any  one  contractor 
during  the  operation  of  the  program,  "bond  shall  be  furnisiied  on  U.3,  Standard 
iTorm  c5,   (annual  bond),  and  the  initial  bond  shall  ht-  in  an  amount  to  protect 
the  one  contract. 

The  regional  administrator  shall  be  char^red  witii  the  responsibility,  to  deter- 
mine that  the  amount  of  such  bond  is  alv/ays  sufficient  to  cover,  at  the  rate 
prescribed,  tne  quantity  of  the  com;iodity  delivered  to  the  contractor  for 
which  an  equiva^lent  quantity  of  the  processed  com  odity  has  not  been  returned. 
If  at  any  time  the  amount  of  sucii  bond  is  thus  insufficient  an  additional  bond 
shall  be  obtained  in  sufficient  amount.     Contract  bonds  subject  to  adjustment 
at  the  end  of  the  contracting  period  are  v/ell  adapted  for  this  jp^rpose. 

All  bonds  shall  be  prepared  in  accordance  with  instructions  contained  therein, 
and  shall  be  distributed  in  the  sam.e,  manner  as  the  contract.     In  preparing 
Standard  jj'orm  25  there  shall  be  inserted  in  the  body  of  the  bond  the  applica- 
ble contract  number,  and  a  brief  statement  as  to  the  nature  of  performance  un- 
der the  contract,   thus:   "Processing'  fresh  ^;rapefruit  for  the  Ai,;;ri cultural  Lar- 
keting  Administration  under  Contraci:  No.  Al-ji.(i.) -4153. " 

In  preparing  Standard  lorm  35  there  shall  be  inserted  in  the  body  of  the  bond 
a. brief  statement  as  to  the  nature  of  performance  under  the  contracts,  thus: 
"Processing  fresh  grapefruit  for  the  Agricultural  Marketing  Administration." 

If  an  annual  bond  is  used  the  amount  of  such  bond  shall  be  prescribed  in  a 
letter  to  the  contractor  (copies  of  v/hich  shall  be  forwarded  to  the  'Washing- 
ton commodity  branch),  and  the  acceptance  portion  of  the  contract  shall  state, 
"Included  in  Annual  iond." 

Certified  check  in  lieu  of  bond,  if  used,  shall  be  made  payable  to  the 
"Treasurer  of  the  United  States,  a::a"  and  shall  be  forwarded  bv  the 
contractor  by  registered  mail  to  the  regional  ifiscal  Division, 

Inspection  and  Shi'oping 

Inspection  of  the  comf^.odit:^  to  be  pui'ciiased  shall  be  performed  by  the  agency 
named  prior  to  the  ooeration  of  the  program. 

The  custody  and  disposition  of  Sec.  32  purchases  in  the  field  shall  be  the 
responsibility  of  the  regional  administrators  under  -the  general  policy  direc-  . 
tion  of  the  Transportation  and  i/arehousin.,  Branch  i?i  ./ashington. 

I  lueciately  after  the  com'iociitv  is  delivered  to  the  shipping  yoint  and  insxOfO- 
tion  and  checkloading  are  completed,  it  is  shipped  or  delivered  to  the  con- 
signee.   The  procedures  for  inspection  and  shipping  will  be  covered  in  the 
revised  field  purchase  manual,    briefly,  the  shipping  procedure  is  as  follows: 


i 

Rejional  Custody/  anc:  "^.lisposition 

1,    The  rc^.ional  office  in  r-hich  the  purcht;se  is  bcin^.^  lwAoi  idll  clecid'^  -..hice  de- 
liver:' orders  e.rc  to  bo  assigned  each  fiF'ld  area  purclif.se  office  fi.r.d ,  if  necessary, 
on  instructions  fron  the  ?>.sr.in(;tor.  office  of  the  jJistri buticn  i^iTnch  the  nuiber 
of  cr-rs  to  bo    ilacecl  in  storr.-;;e.     The  re.;  ional  office  i-.'ill  also  detorriino,  in  col- 
laboration ;;ith  its  fioir,  piirchE.se  offic:,  the  routinr,  end  iifC'  r,uthorize  cc.rriers 
to  ship  b-'  th.e  riost  econonical  route  to  the  ^o vernj.ient  \.'here  transits  are  not  in- 
volved. 

:  .     The  regional  office  r.dll  prepare  bills  of  lading;  for  s}-dpi.ients  a^T.inst  delivery 
orders  received  -ejid  for  stc)rac;;e  -noi-euents ,   if  any;  it  vill  na>e  contracts  for  re- 
quired stora^-o  space,  ejid  i-ill  transnit  delivery  orders,  bills  of  ladin.p  and  other 
shipnin^  instructions  to  respective  field  area  purchase  offices. 

3.    At  this  point,  field  area  purci^ase  offices  T.dll  purchase  rnd  direct  shipments, 
iriefly,  the  regional  cffico  -.Till  substitute  for  the  ITashin^^ton  office  at  this 
stage,  furnishing  the  Fashington  offices  of  the  respective  brfinohes    rdtri  such  re- 
ports as  Liay  be  required. 

Each  re£;ional  office  issuing  shi^^pin^:  orders  is  responsible  for  r»ars  stored 
rsuant  to  its  orders  and  shf5.11  re.'iove  such  oars  from  storage  for  delivery  to  the 
tates  as  iiey  be  later  direoted  by  the  '.ashJln^ton  office  of  the  Distribution 
anch. 

Responsibility  for  settlement  of  loss  and  daiiage  alaii/is  rests  on  the  regional 
r.iinistrator  of  tlie  -region  of  destination.     It  shall  be  the  responsibility'"  of  all 
gional  adiiird  strators  concerned  to  supply,  pr oript I;.- ,  ,  al  1  infornation  neoessar:,' 
the  settlement  of  such  claius, 

orage 

easionally,  in  the  operation  of  a  purchase  program,  it  vdll  becoi.ie  necessary.-  to 
ore  a  quantity-  of  a  cair.iodity  oendinf.  distribution  to  the  States.  T-'ds  section 
tlines  the  steps  to  be  followed  by  fie^i  representatives  in  shipping  to  storage 
d  in  assistinr-  in  obt seining  storage  space. 

Obtaining  Ltorage:  '"hen  it  is  apparent  in  foriiiulating  a  purchase  prog^rar.i  that 
rage  space  7,dil  be  needed,  the  Trsnsgjortation  on.d  "  arehousing  Lranch  in  ".ashing- 
;  Vvdll  be  notified  of  the  a-^ pi-oodi'it^t e  quantities  to  bo  stored  and  in  vhat  areas 
e  coioiiodity  is  to  h'i  purchased  ari4  distributed.     The  Tri.nsportati on  and  '  are- 
using  Brfjnch  -^.dll  t)  en  sur-.ply  information  on  outstanding  contracts  for  storage 
the  coLiiiodi ty,  the  rates  quoted,  and  a  list  of  available  Trarehiouse  facilities 
the  area  vdth  fji  indication  of  iddch  v'arehouse  to  use  to  protect  thn'ough  rates, 
e  contracts  for  starage  space  vill  be  ne^.otiatea  ana  execut'od  in  the  regional 
fi»e, 

I  storage  oontr&,ots  vdll  be  executed  on  the  approval  foim  of  stors-ge  contract  cur- 
ntly  in  use  by  the  Transportation  and  '.arehousing  branch,     j.-^erfori:iance  bonds,  the 
ce  value  of  vrhich  shs.ll  be  based  on  20/3  of  the  value  of  the  coi.ir.iodit^y-  to  be  st-or^<i 

II  be  required  in  Biaounts  prescribed  per  unit  for  each  coriiaodity  stored.  Al.1 
orage  contracts  and  bonds  vdll  be  executed  at  and  distributed  froii  the  ret,ional 
fice , 

r  informational  purposes,  abstracts  of  accepted  storage  or\nt,ra^tR  wall  be  sent  - 
tne  Trfuxspor^-ation  p.nd  ■warehousing    /iranch  in  '"ashington. 


X 


^»    ohipplrus:  to  Btora-Kei     Orders  for  movement  of  the  purchaced  commodity  to 
varehouseD  will  "be  issued  "by  the  regional  office.     Commodities  may  he  moved 
'to  warehouses  iinder  i^overrjnont  hills  of  lading  cr,  if  the  warehouse  is  located 
in  the  area  of  productionf  hy  the  vendors  at  no  cost  to  the  Administration. 

If  delivery  is  made  under  a  goverrjaent  hill  of  ladirig  the  regional  admini-stra- 
tcr  shall,  at  the  time  of  forwarding  the  original  and  one  copy  of  the  hill 
of  lading,  send  to  the  receiving  warehouse  an  original  and  four  copies  of  a 
properly  prepared  Perm  SLIA  1480,  Shipping  Koticc  and  Receipt. 

If  delivery  is  not  made  under  government  hill  of  lading  the  regional  admini- 
strator shall,  at  the  time  of  issuing  loading  instructions  to  the  vendor, 
send  to  the  receiving  warehouse  an  original  and  four  copies  of  a  properly 
prepared  Porm  SI.IA  1430,  Shipping  i^otice  and  Receipt. 

Proper  instructions  to  warehouses  shall  he  issued  hy  the  regional  office. 

Withdrawing  'From  Storage:    All  out  movements  from  storage  will  he  ha,ndled 
from  the  regional  office  on  instructions  from  the  Di'-strihution  Branch  in 
collahoration  v/ith  the  Transportation  and  Warehousing  Branch.     Specific  in- 
structions to  warehousemen  will  he  issued  hy  the  regional  office  at  the  time 
such  movement  is  required. 

Claims  for  Payment;     Instructions  governing  preparation . and  suhmission 
of  claims  for  payment  for  v/arehouoe  services  performed  will  he  issued  to 
all  contracting  warehouses  hy  the  regional  office. 

I^hrough  Rates:     ¥hen  it  hecom.es  necessary  to  store  purchased  commodities, 
caref-jl  consideration  should  he  given  to  the  possible  future  destinatio^n  so 
that  storage  can  he  secured  at  points  tiiat  will  enable  the  Aim  to  protect 
through  rates  from  origin  to  final  destination. 

Orders  for  movement  to  warehouses  will  be  issued  hy  the  regional  office  in 
areas  in  which  purchase  is  made  as  well  as  notification  to  warehousemen  and 
carriers  regarding  establishment  of  stcrage-in- transit ,  and  the  necessary 
docioments  required  from  carriers.     Shey  will  also  issue  outbound  shipping 
instructions. 

Report^  - 

Regional  administrators  will  be  responsible  for  furnishing  the  com.modity 
branches  v/ith  specified  reports  of  tne  purchase  operations  in  their  respective 
regions.     These  are* 

^»    £laily  Re -port:     The  regional  administrator  shall  report  each  working  day 
to  the  Washington  commodity  branch  by  teletype  or  the  fastest  post  the  follow- 
ing: 

Shipments:    All  shipments  made  each  day  shall  be  reported  under  each 
purchase  authorization,  indicating  quantity  shipped,  grade,  unit 
"■■'-...prices  at  which  purchases  were  made,  and  whether  bulk  or  packed  in 
containers.     Shipments  shall  be  reported  hy  AMA  delivery  order 
numhors  or  chipping  order  numbers,  xviiich  shall  be  grouped  according 
to  prloe,  gra(?.e,  and  type  of  container.     Cumulative  shipments  through 


-  IS  - 


the  date  of  the  i.ire,  (;rou;)ed  as  indior.tcd,  shall  also  be  reoorted. 
If  purchases  are  b?nn^;  I'ladc  under  contrc.ct  or  for  delivary  to  con- 
tractors, or      ipnent .s  ar'^  boin-,  i.ir.ae  imdor  procesciir  contrr.cts 
or  to  storage  such  deliveries  or  shiunent?  shrill  be  renortod  grouped 
by  contract  nui.ibor,  and  canulative  totals  shall  be  siriilarly  i_;rou;-?ed, 

b.     Promptly  at  the  close  of  each  prof^rpiri  a  Finel  statistical  i-.eport  as  follow  s, 
copdes  of  •'.-■hich  shall        to  tiie  r'iscal  iiranch,  tlie  Coimuodity  iJranch  e.nd  the 
Transportation  and   .arehousin^  xiranch, 

1,  Summary  of  purchases        rradesj   and  includi-n^,  lov-ost  unit  cost, 
highest  unit  cost,  a.Yera^^,e  unit  cost,  quantity  purchased,  total 
corrj/ioditv  cost. 

2,  Suciiiarj-  of  purchases  by  states  of  oripin,  and  for  each  state  the 
nmib  er  of  cars,  quantity,  avora^.-;  unit  rjrice,  coriu.iodity  cost, 

o.     Su..ii:ian^  of  shipnents  by     )ir:ts  uf  ori;,in,  and  for  each  point  of 
orii^in  tlie  period  of  shi  pme?it  s ,  nuir-.ber  of  cars,  qua.ntity,  avora-,e 
unit  price,  toti.l  co-'iiodit;  cost, 

4,     ou:;ii.Tai-^r  by  stat-^s  of  origin  and  by  states  of  destination,  sho'  in;;; 
st;;tes  of  origin,  state  of  destination,  nu..iber  of  cars,  quantity, 
total  cars  fron  o€ich  stut<;  of  origin,  total  quant  it;/  fror.  each, 
state  of  ori^.in, 

Records 

Jt  T.-ill  be  the  responsibility  of  each  regional  adriinistrator  to  :.iaintain  carlot 
files  for  all  purchases  -/ith.in  his  re;  .ion,     iill  sucn  files  concerninp  "H"  and  "l" 
.programs  shall  be  sent  to  the  Transportation  r\nd  l/areliousinj;.  iirsnch  as  soon  as 
'completed,     /II  other  carlot  filey,  for  "j"  pron;r&-Lis,  si-all  reiriain  in  the  re^^ional 
■offices. 

These  files  are  used  by  fiscal  re, . -resents. tives ,  auditors,   shipping  personnel 
concerned  V  ith  loss  and  daric..^,o,  etc.,  anci  are  the  pen.ianent  records  of  the 
J.dmi ni  s t  r?  ti  on , 

torage  records  of  purchases  ulaced  in  storage  shall  bo  Liaintained  by  the  region 
ripinally  nakin^  the  purchase  re,?ardless  of  the  re^.ion  of  storage. 


Adni  ni  s  t  ra.  to  r 


HOT ICE 

Please  substitute  the  attached  corrected  page  7  of  Administrator^  s 
Menorandum  No.  15,  dated  T)ece;n'bGr  51,   1942,   in  place  of  page  7  which 
now  a,ppears  in  the  moinoranduin. 


verified  in  writing,  from  the  chief  of  the  appropriate  corarnodity  branch,   to  "be 
o"bt..ined  .as  described  above. 

In  event  any  normal  operational  area  of  purchcise  extends  over  two  or  .;iore 
regions,   the  rogione.l  administrc'.tor s  concerned  shaJl  first  agree  as  to  v/hich 
regional  administrator  is  to  have  jurisdiction  over  that  area  for  that  program 
and  shall  so  notify  the  commodity  branch.     The  commodity  branch  will  document 
this  agreement  in  the  purcnase  authorization  by  nc^ming  as  the  area  of  purchase 
the  region  responsible  for  the  program  plus  the  other  state  or  states  concerned. 
There  ma-y  be  some  instances  in  which  prompt  agreement  may  not  be  reached.  In 
such  cases  the  coinmodity  brajich  vrill  notify  the  Administrator  and  recommend 
action. 

Delayed  payment  or  non-payment  to  vendors  resulting  from  failure  to  observe 
terms  and  conditions  of  purchase  authorizations  and  subsequent  directions 
will  be  considered  the  responsibility  of  the  regional  a-dministrator . 

Regional  administrators  should  rAvise  the  V/ashington  commodity  branch  of 
terms  ,in-i  con-Titions  in  the  authorization  and  subsequent  directions  which 
appear  inadvisable  with  respect  to  quantities,  grades,  prices,  varieties, 
or  other  specifications. 

The  purchcase  authorization  number  shall  appear  on  all  documents,  such  as 
vouchers,  orders  for  services,  bills  of  lading,  etc.,  pertaining  to  that 
program  in  order  that  all  concerned  ca.n  determine  under  what  authority  the 
purchase  was  made. 

Periodically  during  the  conduct  of  a  progrc;.m  purchase  plc.ns  for  each  area  of 
purchase  will  be  rov.lua.ted  by  the  commodity  branch  pursuant  to  their  studies 
of  the  commodity  situation  and  to  r ecommendc-tions  submitted  from  the  region 
and  the  industry.    Pursuant  to  these  revalurtions  additions  or  amendments  to 
purchase  authorizations  will  be  issued  by  the  commodity  brr.nch. 

At  the  conclusion  of  operations  under  each  program  in  each  region,  the  regional 
a^dministrator  shall  iiiLmediately  a.dviso  the  commodity  branch  of  the  total  pur- 
chases and  total  expenditures,   including  commo-'ity,  transport. .tion,  services, 
etc.  for  that  program.     Immedi.ately  upon  receipt  of  this  information,  the 
cormuodity  br:.nch  shall  issue  amendments  to  each  respective  purchase  authori- 
zation reducing  the  authorized  expenditure  to  the  a,mount  actually  expended 
or  obligated  for  expenditure.     Such  authorizations  shall  be  cleared  and 
distributed  in  the  srjne  manner  as  an  original  purchase  authorization. 
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In  initiating::  purohaee?  prngra-ms  and  iri  notifyin^p;  the,  industry  or  prospec- 
tive v§ndore  in  the  area  of  ptirohase  as  to  grades,  pric-esi  '  or  other  t.erms 
knd  conditions  of  purcnase,  the  rej>;ional  o-dmihietrator  or  hi's  representar 
tive  shall  in  sue  a  purchaso  announcement.  Iiiinediately  after  isf'uance  of 
■^uch  purchase  announcement,  two  copies  ehould  be  fonmrded  to  the  wa.ahin^'toa 
Commodity  branch  and  two  signed  copies  to  the  appropriate  r^ional  Tiscal 
Division,  ■     ^  /  '  '  — 

Contracts 

^"^ritten  contracts  are  uced  under  any  offer  and  SLcc'eptance  •  plan  of  •  purchase ♦ 
Oontracts  and  their  relating  paperss  rsouire  extreme  care  in  use,  prepara- 
tion, and  handling.    Reg^ional  administrators  are  thereby  cautioned .to  see 
that  all  perf^onnel  handling  oontracts  are  well  versed  in  their  duties. 
Speciinf^n  announcements,  and  contract  forms  will  be  furnished  the  regional 
administrator  prior^  to  the- operation  of  the  prograni  by  the  -ccmraodity  • 
branches.  '  '    '     ■.  ■ 

Essentially,  all  contracts  are  handled  all ^'e,  and  the  instructions  Which 
follow  are"  applicable  to  the  handlin;-.  of  v/hatever  cohtract  n:ay  be  desl^^na- 
ted  for  use  under  any  particular  projE^ran.     This  procedure  Is  seldom  used  in 
iTiakini^  field  purchases.     It  is  included  here  tentatively  for  planning,. 
discngsion,  and  criticism. 

Obtaining-  Off^r^:    ^fhen  advised  by  the  liTashin^^ton  comodity' branch",  to 
obtain  offers,  the  regional  administrator  shall "  issue  an  anhomicement-: to 
interested  parties  setting  forth  terms  and  conditions^of  purchase  or  pro- 
cessing, period  of  purchase  or  processing:,,  etc.     Interested  parties  shall 
also  be  furnished  four  copies  of  the  offer  and  one  copy  of  instructions 
as  to  how  to  prepare  the  offer  form.  ■ 

All  offers  shall  be  returnable  to  the  of f ice  of '  tHe^re'gibhal  adniinistrator 
on  a  specified  date  or  at  a  specified  time.    Upon  receipt  of  offers  (four 
signed  copies)  the  re^^ional  administrator  shall  examine  all  offers  as  to 
correctness  of  preparation  and  sixall  prepare  an  abstradt  of  offers  showing 
name'  of  offerf^T,  address,  loading,  shippin,;  ot  derivery/polnt ,  pr'ooesslng 
pe'riod  and  processing  cnar^.e,  or  delivery  period  and' co~iamodity  price.  ",  k 
brief  of  this  abstract  shall  be  vdred.  or  teleplioned  to  the  Waehin^-;.an  commodi- 
ty branch  as  directed.  ■.  The  ori^^nal,  si4::ned,  and  one  copy  of  this  abstract 
shall  be  mailed- by  fastest.-post  to  the.  \vashin^ton  corarpdity  branch i 

b.  Acceptances:  The  rei^ional  administrator  will  be  advised  by  the  Washing-  . 
ton  oomoditir_branch..aa  .to,  which  -of ftip*  ^are-  to  be  ^epted.    Such,  of i-ers  shall 
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